State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst 0100-5157-001 50000074 |
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION
Vacant Executive/Legislative Affairs Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Brian White Assistant Director
APPROVED BY (Personnel Analyst's Name) DATE
Jennifer Dong 9/15/06
P eg_c;j%rg of Activity

POSITION SUMMARY

Under the direction of the Assistant Director for Legislative Affairs, the SSA tracks legislation and
generates reports relating to DWR energy and water policy; researches and analyzes legislative
bills of interest to DWR; works cooperatively with DWR legislative and legal staffs and maintains an
effective working relationship with the Resources Agency and various State agencies, the
Legislature's staff and consultants, the Legislative Analyst's Office; and various constituent
groups; works effectively and efficiently under pressure and time constraints; communicates and
writes effectively.

ESSENTIAL FUNCTIONS

This position requires that the incumbent meet specific work and vacation hours; maintain regular,
consistent, predictable attendance; work cooperatively with others; and exercise good judgement.
Specific work hours are Monday through Friday, 8:00 a.m. to 5:00 p.m., lunch daily from 12 noon to
1:00 p.m. Because of the Legislature’s unusual work schedule, overtime may be requested during
the week and occasionally on weekends. The incumbent shall schedule vacations when the
Legislature is adjourned and the DWR Legislative Office workload is manageable.

The incumbent will work under the direct supervision of the Assistant Director in performing the
following specific essential functions:

35% Analyzes pending State legislation; prepares enrolled bill reports, veto messages, legislative
proposals and correspondence to legislators

35% Establishes and maintains a legislative bill tracking database for bills of interest to DWR, tracks
legislation and generates reports daily and weekly as needed. Establishes a computer file and
tracks federal legislation of interest to DWR.

10% Prepares weekly and periodic legislative reports for the Department Directorate, Reclamation
Board, Resources Agency, Governor’s Office and others, as required.

SUPERVISOR'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Brian White >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst 0100-5157-001 50000074 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant Executive/Legislative Affairs Office
PerT(;%rg oF Activity
10% Responds to written and oral inquiries from legislators, legislative staff, Resources Agency,
Department of Finance, Governor’s Office, and other State agencies regarding Department
programs and policies.
10% Monitors legislative committee hearings.
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10%
	activity: POSITION SUMMARY
Under the direction of the Assistant Director for Legislative Affairs, the SSA tracks legislation and generates reports relating to DWR energy and water policy; researches and analyzes legislative bills of interest to DWR; works cooperatively with DWR legislative and legal staffs and maintains an effective working relationship with the Resources Agency and various State agencies, the Legislature's staff and consultants, the Legislative Analyst's Office; and various constituent groups; works effectively and efficiently under pressure and time constraints; communicates and writes effectively.

ESSENTIAL FUNCTIONS
This position requires that the incumbent meet specific work and vacation hours; maintain regular, consistent, predictable attendance; work cooperatively with others; and exercise good judgement. Specific work hours are Monday through Friday, 8:00 a.m. to 5:00 p.m., lunch daily from 12 noon to 1:00 p.m.  Because of the Legislature’s unusual work schedule, overtime may be requested during the week and occasionally on weekends.  The incumbent shall schedule vacations when the Legislature is adjourned and the DWR Legislative Office workload is manageable. 
 The incumbent will work under the direct supervision of the Assistant Director in performing the following specific essential functions:

Analyzes pending State legislation; prepares enrolled bill reports, veto messages, legislative proposals and correspondence to legislators

Establishes and maintains a legislative bill tracking database for bills of interest to DWR, tracks legislation and generates reports daily and weekly as needed.  Establishes a computer file and tracks federal legislation of interest to DWR.

Prepares weekly and periodic legislative reports for the Department Directorate, Reclamation Board, Resources Agency, Governor’s Office and others, as required.

Responds to written and oral inquiries from legislators, legislative staff, Resources Agency, Department of Finance, Governor’s Office, and other State agencies regarding Department programs and policies.

	classification: Staff Services Analyst
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	dwr position number: 0100-5157-001
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10%
	activity2: Responds to written and oral inquiries from legislators, legislative staff, Resources Agency, Department of Finance, Governor’s Office, and other State agencies regarding Department programs and policies.

Monitors legislative committee hearings.


	supervisor name: Brian White
	employee name: 


